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BACKGROUND TO VET MANUAL AND TOOLKIT 
 
 
VET in Society 
 
The VET sector is an important component of the education system of 
every country. 
VET provides a key role in providing education and training for work, 
including self employment 
 
Typical VET products and services include: 
• Pre-employment training 
• Generic or employability skills training 
• Upskilling existing workers’ skills 
• Targeted equity training for disadvantaged people 
• Fee for service or enterprise training 
 
Rationale for the 
Manual 
VET practitioners need up to date resources and information on good 
practise and changes that are taking place in the VET sector.   
 
As training markets develop and funding/financing providers require 
increased accountability, it is essential that training organisations are 
able to accurately cost and price their services. 
 
The Objective of 
the Manual 
The Manual will focus on providing information on VET systems 
around the world, with examples of good practise and in particular the 
costing and pricing of services and products.  
The Manual also includes a section on financing VET operations. 
 
Practitioner 
Input 
To determine content for the Manual, input was sought from a total of 
40 VET institutions, together with examples of good practise from:  
Asia, Europe, South America and Australia. 
The information is based on real life experiences and needs expressed 
from these institutions. 
The author would like to thank these institutions for their contributions. 
 
Users of the 
Manual 
The Manual is intended for VET practitioners:  VET institution 
Managers, Financial Controllers and Course Co-ordinators. 
This includes private, public and para-public training institutions - 
from small training providers with a few staff to large training 
institutions. 
The Manual’s Financial sections can be most effectively used by VET 
institutions that are able to implement financial management systems 
and supporting policies to cost and price their services. 
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THIS 
INTRODUCTION 
 
 
 
This introduction will give you a summary of each section 
of the Manual and Toolkit.  You will be able to determine 
which sections or parts of sections are useful for you.  
 
The financial information is supplemented with sample 
templates in both Excel electronic spreadsheet format, which 
can be modified by users, and PDF for printing. 
 
The Manual 
 
Presents a background of VET systems in different 
countries, case studies and examples of good practise, 
financial management systems and a range of VET products 
and services. 
 
Methods of financing, recent developments and trends in 
VET worldwide. 
 
Each section contains: 
 
• Glossary 
• Bibliography with references 
• Related web addresses 
•  
The Addenda provides additional information on sections in 
the Manual. 
 
The Toolkit 
 
Complements the Manual with cross references, providing a 
variety of practical tools including templates, spreadsheets, 
worksheets, schedules, summaries and case studies. 
 
Online/Electronic version 
 
The Addenda and Toolkit have been included where 
relevant throughout the various sections of the Manual, as 
additional readings and/or links to download templates and 
other Toolkit items. 
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THE MANUAL IN TWO PARTS 
MANUAL – PART 1 
CONTENTS    
 Section    
 A Introduction   -   The Manual 
 
  
               -   Foreword 
 
   
 
 B VET Systems  
 
   
 
 
 1 Definition of VET 
 
 2 Functions of VET 
 
 3 Typical VET Services and Systems 
   i.    Vocational training: pre employment, 
      technical and generic skills 
   ii.   Labour Market Training 
   iii.  Enterprise or Fee for Service Training 
     
 C Financial Systems  
 
   
 
 1 Definition of Accounting 
 
 2 The Purpose of Costing 
 
 3 The Objective of Costing 
 
 4 Sample of Chart of Accounts 
 
 5 Methods:  Total Costing and Marginal Costing 
 
 6 Indirect Costing  
 
 7 Depreciation  
 
 8 Financial 
Manuals 
 
 
 9 Pricing Methods  
 
  Glossary, References, Bibliography 
 
    
 D Costing and Pricing of VET Services and Products 
 
    
 
 1 Enrolments  
 
 2 Recognition of Prior Learning/Recognition of 
Current Competency (RPL/RCC) 
 
 3 Distance Learning 
 
 4 Assessment  
 
 5 Quality  
 
 6 Return on Training Investment 
 
  Glossary, References, Bibliography, Web Pages 
attached to each Section 
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CONTENTS    
 Section    
 E Financing 
  1 Introduction  
     
  2 Financing Goals 
    
  3 Which Type of Training? 
   
i.     Pre Employment Training 
   
ii.    Continuing Vocational Training 
   
ii.    Training for the Unemployed 
    
  4 Who Should Pay For The Training? 
   
i.     Government – State and District Funding 
   
ii.    Employers 
   
iii.   Job Seekers 
   
iv.   Community Financing 
   
v.    International – Non government Organisations 
     
  5 Management Approaches to Financing 
   
i.     Funds Disbursement 
   
ii.    Output Financing 
   
iii.   Investment Financing  
   
iv.   Tendering 
   
v.    Market Orientated Voucher Systems 
   
vi.   Enterprise Sponsoring 
   
vii.  Individual Sponsoring 
     
  6 Cost Sharing and Co-Financing Mechanisms 
   
i.     Traditional Traineeship – Apprenticeship Schemes 
   
ii.    Dual Systems 
   
iii.   Revenue Generating Levy Schemes 
   
iv.   Levy Exemption Schemes 
   
v.    Levy Grant/Reimbursement 
     
  7 Self-Financing Training Institutions 
     
  8 Financing Labour Market Training 
   
i.    Direct Funding 
   
ii.   Contract Funding 
   
iii.  Funding through National Programs and Management 
Intermediaries 
     
  9 New Developments and Financing Implications 
     
   References and Bibliography 
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ADDENDA  
    
 1 Generic Skills 
    
 2 Management and Planning VET Systems 
   
-   Mission Statements 
   
-   Institutional Level Planning 
    
 3 Institutional Strategies 
    
 4 Influencing Factors on VET Delivery 
    
 5 Examples of Government and Enterprise Funded Training 
    
 6 Labour Market Analysis 
    
 7 Factors Affecting Pricing 
    
 8 Recent Trends in VET Delivery 
    
 9 Delivering Distance Learning using Web-based Technologies 
   
  7 Tips for Successful Online Learning 
    
 References  
 
 
TOOLKIT - PART II 
 
CONTENTS  
                   Section           
  A Financial Systems           
  B Enrolments             
  C Recognition of Prior Learning/       
   Recognition of Current Competency 
  D Distance Learning         
  E  Assessment          
  F Quality          
  G Return on Training Investment      
  H  Labour Market Analysis       
  I Voucher Programs        
  J Competitive Tendering        
  K Generic Skills         
  L Tracer Studies
 9 
VET SYSTEMS 
 
 
Manual B 
 
This section provides a definition of VET and a description of three broad areas 
of training. 
 
1.  Vocational Training, including:  pre-employment, basic education, 
generic skills and technical training. 
 
This usually includes part-time courses up to twelve (12) months in length.  
Training takes place in training institutions, including general education 
schools, through distance learning or mobile training. 
 
2.  Labour Market Training                                                            
 
is described as government intervention aimed at providing equitable access 
to disadvantaged groups ie youth, women, disabled people, unemployed, 
caste, ethnic, religious or internally displaced people. 
 
It covers a broad range of job-related programs from entry level pre-
employment courses to longer skills-based courses.  Apart from training 
unemployed people it can include retraining for retrenched workers or 
upgrading courses for employers. 
 
The Manual examines the role of government, NGO’s and private training 
providers in labour market training. 
 
3. Enterprise or Fee for Service Training                                                
 
is described in the Manual as Training that is: “provided or financed by 
employers usually from small to medium sized enterprises for their 
employees.”  
 
Financing and co-financing of this training through a variety of government 
and NGO mechanisms, is outlined.  VET institutions often have different 
pricing structures for private and community clients.  Regardless of the 
funding for the training, institutions must know the full cost of the training 
and the breakeven point. The following Financial section will assist you in 
these calculations. 
 
Additional readings on VET systems (Addenda) include:  Generic or 
employability skills, which are increasingly being taught to enhance graduates 
chances of finding employment – (Management and Planning strategies; the 
important role governments play in planning, financing, ensuring equity and 
stimulating VET training markets; and recent trends in VET delivery). 
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FINANCIAL SYSTEMS 
 
 
Manual C 
Toolkit A 
 
 
Overview 
 
The purpose of this section is to give a theoretical background to 
internationally accepted accounting practices, case studies to provide 
practical examples and templates that can be used in your organisation. 
 
Users VET Managers and Financial Controllers 
Institutions must have sufficient autonomy to determine rules and 
regulations for financial management.  Institutions must be able to 
initiate administrative systems and course cost calculations external to 
those of their parent organisation (if funded externally). 
 
Manual Content 
Summary 
This section examines in detail the two main streams of accounting.     
The Manual will provide you with practical information, case studies, 
tools and templates to enable you to introduce best practise financial 
management into your training institution. 
 
We focus on costing services under the following heading: 
 
• A definition and the purpose of accounting 
• The objectives and methods of costing 
• The two most commonly used methods of costing 
• Indirect costing – a number of institutions surveyed had 
difficulty in accounting the indirect costs 
• Depreciation – of non-current assets.   
 
A Financial Manual has been developed to assist VET institutions 
adopt sound management standards and practices.  This contains a 
description of ten (10) essentials that you Manual should contain, 
including the primary accounting tool, The Chart of Accounts.  A 
suggested format is provided. 
 
Once institutions have details of their costing, pricing of services can be 
established.  The Manual contains a description of pricing strategies and 
most popular forms of pricing, cost based pricing and demand based 
pricing, are examined in detail. 
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FINANCIAL SYSTEMS continued 
 
  
Toolkit Content 
Summary 
 
The Toolkit uses Microsoft Excel as this is the most commonly used 
industry standard.  The website links to five (5) Excel files. 
 
The Purpose of Spreadsheets 
 
The aim is to introduce people, who are not currently users of automated 
systems, to their benefits. 
 
The target audience is new users of automated software packages. 
 
Excel Survival Kit 
 
Its purpose is to provide a very limited guide to Excel’s basic features 
and some helpful hints in using the files. 
 
Financial Templates for you to use: 
 
1. Chart of Accounts 
2. Profit and Loss Statement 
3. Budget Variances 
4. Direct and Indirect Costs 
5. Fixed Asset Register 
6. Costing Models 
7. Cash Book 
8. Calculating Training Room Rental 
9. Course Costing – Before and After 
10. Cash Flow 
11. Creditors and Debtors 
 
Templates are also provided as printable PDF documents. 
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COSTING AND PRICING OF PRODUCTS AND SERVICES 
 
 
Manual D 
 
Overview 
 
 
 
The purpose of this section is to describe and cost a range of products 
and services that VET institutions are likely to use at some time. 
 
Users VET Managers - responsible for the management and 
administration of these products and services. 
Financial Controllers - responsible for costing and pricing. 
Course Co-ordinators - responsible for administering and                
implementing these products and services. 
 
 
ENROLMENTS 
 
 
Manual D1 
Toolkit B  
 
Overview 
 
 
 
 
The purpose of this section is to give users an outline of considerations 
that should be taken into account prior to enrolling students, the 
maintenance of enrolment records and developing policies and 
procedures. 
 
Manual Content 
Summary 
This section details the procedures involved in enrolling students in the 
following: 
1. Training institution based enrolments 
2. Industry/Enterprise based enrolments 
3. Distance Learning enrolments 
It provides information on trainee skills analysis and the process 
involved in planning, implementing training and record keeping. 
 
A list of items for costing and pricing enrolments is included. 
 
Toolkit Content 
Summary 
The Toolkit contains templates and policies and procedures to assist 
your institution in enrolling students.  Sample enrolment forms are 
included which can be adapted to meet your requirements. 
 
It will assist you in planning training programs for private enterprises 
including templates: 
• Training Needs Analysis and Skills Audit 
• Employee Skills Profile 
A list is provided of the barriers that training institutions may face 
engaging with business enterprises and ways to overcome these. 
 
For institutions involved in Distance Learning, template enrolment 
forms are provided including a pre-enrolment test for trainee applicants. 
 
An example Code of Practise is provided that covers entry and 
enrolment procedures. 
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RECOGNITION OF PRIOR LEARNING/RECOGNITION OF 
CURRENT COMPETENCIES (RPL/RCC) 
 
 
Manual D2 
Toolkit C 
 
Overview 
 
 
 
 
Recognition of Prior Learning, or as it is sometimes called, Recognition 
of Current Competencies, is an assessment used by training institutions 
to determine skills and knowledge of students. 
 
Recognition of skills and knowledge, once assessed, can be used as a 
‘credit’ by students, exempting them from part or the whole of a course. 
 
The processes used in and the costs associated with RPL/RCC are 
outlined in this section. 
 
It is noted that RPL/RCC must be incorporated into the national training 
system and be approved by the relevant government education 
authority. 
 
 
Manual Content 
Summary 
 
The Manual outlines the process involved in conducting RPL/RCC in 
seven steps. 
 
The benefits to the student and the training institution are outlined. 
 
Methods of collecting evidence, that can be adopted by your institution, 
are detailed. 
 
The Manual lists the full costs of institution staff conducting RPL/RCC. 
 
 
Toolkit Content 
Summary 
 
The Toolkit provides Case Studies and a Flow Chart for the RPL/RCC 
process. 
 
Templates: 
 
• Application forms (13) – which cover all the procedures in 
RPL/RCC 
 
• RPL/RCC Costing Worksheet – summarising the tasks and their 
required time in hours 
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DISTANCE LEARNING 
 
 
Manual D3 
Toolkit D 
 
Overview 
 
 
 
 
This section examines Distance Learning (DL) as a means of delivering 
VET in both urban and rural areas. 
 
The processes and costs involved in establishing, delivering and 
evaluating rural DL programs, including the advantages and 
disadvantages of different delivery technologies. 
 
This will help you assess the viability and sustainability of providing 
DL programs as part of your VET services. 
 
Mobile training is also described as a means of delivering DL. 
 
Manual Content 
Summary 
In this section we outline the purpose of DL and detail the steps required 
in developing a DL program. 
 
In addition, we provide ten (10) good practise tips. 
 
Financing of DL programs is outlined under the following headings: 
• Itemising and determining start-up costs 
• Identification of ongoing costs/benefits 
• Identification of funding and financing arrangements 
• Undertaking financial management and monitoring. 
 
The Manual provides a list of human and technological resources 
required to run a DL program.  Recommendations are made for the most 
appropriate technologies for developing countries. 
 
Organisational, promotional and administrative requirements are 
listed. 
 
Case Studies of successful DL programs: 
• SKILL NEPAL/Helvetas – Mobile Training 
• Internet DL PROGRAM – Vietnam 
• Mobile Training – Bithoor, India 
 
Toolkit Content 
Summary 
The Toolkit contains the following items: 
• Training Needs Survey:  identifying objectives, participants, 
appropriate technology 
• Student Self Assessment questionnaire (prior to enrolment) 
• Distance Learning Checklist – different technology advantages 
and disadvantages 
• Distance Learning Program Evaluation table – to enable you 
to evaluate the effectiveness of your DL program 
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ASSESSMENT 
 
 
Manual D4 
Toolkit E 
 
Overview 
 
 
 
 
Assessment is the formal process of judging student achievement of 
learning outcomes following a period of study. 
 
In this section we examine two forms of assessment and their costs. 
 
1. Institution or school based assessment 
2. On-the-job assessment 
 
The emphasis is on the different types, components and processes of 
work-based assessment, giving an indication of costing factors involved 
in planning, conducting and reviewing on-the-job competency based 
assessments as part of your VET services. 
 
Manual Content 
Summary 
This section details the steps involved in on-the-job assessment. 
 
Collection of evidence, to prove competency is described as well as the 
role of the assessor. 
 
Recommendations are given to ensure quality and consistency in 
assessment. 
 
Costs associated with assessment are presented in a task-orientated 
format. 
 
A Case Study from Australia is provided which is internationally 
recognised for its VET system and on-the-job training. 
 
Toolkit Content 
Summary 
Workplace Assessment Model Process – a flow chart details the 
processes involved in workplace assessment. 
 
An Example of a Unit of Competence – describes the evidence, key 
competencies and assessment methods used in the unit:  ‘Operate Retail 
Equipment’. 
 
Competency Based Assessment Tools – a table provides a 
performance checklist, ‘The Retail Operations’ course. 
 
Roles and skills of an effective assessor are outlined under five (5) 
headings. 
 
Assessment Case Studies – Four (4) case studies are provided from 
Australian public VET institutions. 
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QUALITY 
 
 
Manual D5 
Toolkit F 
 
Overview 
 
 
 
 
Quality in VET is a topic that is gaining increased prominence. 
 
While everyone would agree that we need quality training, there are 
many different opinions as to what defines quality training. 
 
Understanding of quality will differ between countries and regions 
within countries. 
 
This section outlines the processes involved in establishing and 
implementing quality management in VET. 
 
It will help you assess the value and benefits of setting up a quality 
management system as part of your VET services. 
 
Manual Content 
Summary 
This section begins with outlining the benefits of introducing a national 
quality system, for both the training institution and the country. 
 
The key components of a National Quality System are detailed.  You 
will be able to check your own institution/VET system against this list. 
 
Standards for Regulating Bodies is one key component of a quality 
system.  The tasks required by regulatory bodies are listed. 
 
The implementation of a Quality System is outlined in ten (10) points 
and a flow chart included. 
 
Two Case Studies of the Australian Quality Training Framework 
(AQTF) outlining standards for training organisations and course 
materials. 
 
The costs of establishing a quality system at the institution level are 
detailed. 
 
The Manual also describes recent international trends in Quality 
Assurance and the role of ISO and Total Quality Management. 
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QUALITY continued 
 
 
Toolkit Content 
Summary 
 
Quality System Matrix - lists the policies and procedures, 
organisational documents and forms based on twelve (12) quality 
standards. 
 
Self Audit Checklist and Cost - this item provides a checklist for 
good quality management and your institution’s associated costs. 
 
Quality Management Policy and Procedures, Occupational Health 
and Safety – this item provides five (5) templates you can use in 
establishing an OH&S policy in your institution. 
 
Quality Indicators for Vocational Education Systems – this item 
provides and overview of quality indicators, considering cultural and 
social contexts. 
 
Case Studies – Six (6) Case Studies are provided, giving examples of 
the introduction of quality systems in institutions, from Latin 
America, Australia and Nepal. 
 
The Case Study from Nepal details the processes involved and 
Associated costs with applying for ISO9000 certification. 
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RETURN ON TRAINING INVESTMENT (ROTI) 
 
 
Manual D6 
Toolkit G (ROTI) 
L (Tracer Studies) 
 
Overview 
 
 
 
 
 
This section explains the rationale for conducting ROTI, and a 
background to its use and limitations. 
 
The processes in conducting ROTI are explained together with Case 
Studies and an explanation of the formulas used in calculating ROTI. 
 
The connection with Tracer Studies is also explained. 
 
Manual Content 
Summary 
This section describes how ROTI is measured, how your institution can 
benefit and the difficulties and limitations of ROTI. 
 
The evaluation of ROTI is detailed in four (4) steps. 
 
Two Case Studies demonstrate how to calculate ROTI for different 
training courses. 
 
Toolkit Content 
Summary  
ROTI 
How to Measure Cost Effectiveness – an example is provided and an 
example of how to estimate the cost of measuring performance. 
 
Collecting Data for ROTI – this item lists the information that should 
be collected and the sources of evidence. 
 
Cost Benefit Ratios – examples are given of calculating the private and 
social rates of return. 
 
A Taxonomy of Possible Training Outcome Indicators for ROTI 
Studies – a comprehensive list is provided to assist institutions and 
enterprises to determine the benefits of training. 
 
Toolkit Content 
Summary  
Tracer Studies 
This section outlines the purpose of conducting tracer studies and their 
role in measuring VET performance. 
 
The cost of conducting tracer studies is detailed with a list of factors 
that can have an effect on graduates finding employment. 
 
The concept of Reverse Tracer Studies is introduced as a tool to 
identifying which paths to skills acquisition lead to employment. 
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RETURN ON TRAINING INVESTMENT (ROTI) Continued 
 
 
Toolkit Content 
Summary  
Tracer Studies  
continued 
 
 
Templates which can be modified to suit your institution: 
 
• Tracer Study – SWISSCONTACT SVC, Vietnam 
• Tracer Study – V. Gasskov 
• Training and Trainer Evaluation – F-Skill/Helvetas, Nepal  
• Post Training Evaluation – F-Skill/Helvetas, Nepal 
• Income Verification (after graduation) – F-Skill, Nepal 
• Tracer Study – Employment and Further Training – 
N.C.V.E.R. Ltd, Australia 
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FINANCING 
 
 
Manual E 
Toolkit: 
I Voucher 
Programs 
J Competitive 
Tendering 
 
Overview 
 
 
 
 
 
 
 
 
This section examines the main sources for VET funding:  
governments and donors, private funds of companies, individuals and 
families. 
 
Different financing models and case studies are provided outlining their 
respective advantages and disadvantages. 
 
New developments in financing VET are outlined together with some 
innovative and successful financing schemes. 
 
It is noted that there is no ‘best practise’ model, all have advantages and 
disadvantages, with most countries adopting a range of funding 
mechanisms most suited to their situation. 
 
Users VET Managers and Financial Controllers 
 
Manual Content 
Summary 
The Manual examines financing for: 
 
1. Pre-employment Training 
2. Continuing Vocational Training 
3. Training for the Unemployed 
 
This section examines who should pay for the training and the primary 
sources of financing including:  governments, employers, job seekers, 
NGO and INGO’s. 
 
A Case Study is provided of a successful Co-Financing course 
conducted by SKILL NEPAL. 
 
Basic Management approaches to financing are detailed under the 
following headings: 
 
• Funds Disbursement 
• Output Financing 
• Investment Financing 
 
The role of tendering in VET delivery is explained and detailed further 
in the Toolkit. 
 
Enterprise financing is outlined describing the types of training 
courses undertaken by employers and what employers look for when 
selecting a training provider. 
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FINANCING continued 
 
 
Manual Content 
Summary 
continued 
 
 
 
Individual financing is viewed as a major source of VET 
financing (this can be more difficult in developing countries). 
 
Examples are given of different mechanisms, including: 
• Student fees 
• Student loans 
• Training allowances/credits 
• Stipends 
• Scholarships and grants 
• Training vouchers 
 
A synopsis of funding schemes and sources is provided in table 
form, including public and private financing, traditional 
apprenticeships, a variety of levy based schemes and cost sharing 
schemes. 
 
Advantages and disadvantages of these schemes are listed with 
references to particular countries. 
 
Self financing institutions, sometimes called ‘production schools’ 
are described with a case study of a successful institution: 
Kumbeshwar Technical School, Nepal. 
 
New VET developments and financing implications – a detailed 
list is provided of recent trends in the VET sector, it is important 
that VET managers are aware of these trends as they are likely to 
have a future impact on your institution.  The applicability of 
these new VET trends and financing schemes to developing 
countries is examined, together with their challenges and 
difficulties. 
 
A case study of a Group Training Company model is provided 
as an example of a non-traditional scheme. 
 
 
Toolkit Content 
Summary 
 
Voucher 
Programs 
 
The role of voucher programs in developing training markets is 
explained. 
 
Examples of successful voucher programs are given from Peru and 
Ecuador. 
 
A flow chart outlines the main steps of a program. 
 
How to Implement a Voucher Program –is outlined in a flow 
chart in the following sequence: procurement, consumption and 
reimbursement of training vouchers. 
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FINANCING continued 
 
 
Toolkit Content 
Summary 
 
Competitive 
Tendering 
 
This section provides a background to tendering. 
 
The role of tendering as a strategy by financiers to target training at 
specific groups of people is explained. 
 
To assist you in preparing training tenders, the following information is 
provided: 
 
• Steps in the tendering process 
• Tender writing tips, the essentials 
• What the purchaser looks for in a tender, outlining ten (10) 
points the purchaser generally looks for when assessing tenders.  
 
      We suggest what to do following an unsuccessful tender bid and     
      provide a case study on tender assessment. 
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MANUAL ADDENDA 
 
 
The first eight items making up the Addenda provide additional information in support of 
establishing quality VET systems.  In the ‘online’ version of the manual, these items have 
been incorporated as part of Section B: VET systems.  The last item is logically an attachment 
to Distance Learning in Section D: Costing and Pricing. 
 
 
1.  GENERIC SKILLS 
 
 
Toolkit K 
 
Manual 
Addendum 
Summary 
 
 
 
This addendum describes the different terms used for generic skills in 
different countries and the common elements of generic skills. 
 
Generic skills are conceived differently in countries and by different 
groups within countries. 
 
Training institutions can develop skills profiles for occupations from the 
information provided. 
 
Detailed information is provided under the following headings: 
• The Mayer Key Competencies, Australia 
• Generic Skills and Training Manuals/Packages 
• Assessing Generic Skills 
• What Employers think of Generic Skills 
• The Difficulties and Problems with Generic Skills 
 
Toolkit Content 
Summary 
Generic Skills 
Cluster of Generic Skills – this item provides a cluster of key generic 
skills and a list of twelve (12) personal attributes. 
 
Course Example – Nurse Training Case Study – this provides the 
generic skills required for this occupation and the skills assessment 
methods. 
 
Cost of Delivering Generic Skills –this item lists nine (9) costs that 
need to be examined before delivering training. 
 
 
2.  MANAGEMENT AND PLANNING VET SYSTEMS 
 
 
 
VET management and planning is important both at national and 
training institution levels.  The addendum explains the purpose of 
planning and establishing operational activities. 
 
At the training institution level, information is provided on: 
• Mission Statements 
• Essential Policies including financing, costing and pricing, 
performance indicators and criteria 
• Training Markets impact on training institutions 
 
 24 
 
MANUAL ADDENDA continued 
 
3.  INSTITUTIONAL STRATEGIES 
 
 
 
Institutional strategies need to be developed to achieve institutional 
aims. 
 
This addendum lists seven (7) recommended strategies to achieve 
efficiency and good practise. 
 
 
4.  INFLUENCING FACTORS ON VET DELIVERY 
 
 
 
This addendum examines the financial implications that national policy 
has on training institutions. 
 
A case study is given of an industry, demand driven model of vocational 
training. 
 
 
5.  EXAMPLES OF GOVERNMENT AND ENTERPRISE FUNDED TRAINING 
 
 
 
This addendum outlines different training programs conducted with 
both government and non-government funding, including pre-
employment training and training for the unemployed. 
 
 
6.  LABOUR MARKET ANALYSIS 
 
 
Toolkit H 
 
Manual 
Addendum 
Summary 
 
 
 
This addendum examines the role of labour market analysis in VET 
training. 
 
Demand led training should be the goal of all VET systems, where 
training is conducted to fill skills vacancies. 
 
This section examines the importance of the role of employment data 
and the factors that affect vacancy rates. 
 
Labour Market Surveys are a useful tool in determining market needs.  
They can be used to determine current workers’ skills and projected 
employment needs. 
 
The limitations and usefulness of surveys are outlined.  
Recommendations are provided in the Manual on the best way to 
conduct surveys. 
 
Questions for VET Managers to Ask in Assessing Future Demand 
for VET Services – a list of questions is provided that managers should 
ask when planning services. 
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LABOUR MARKET ANALYSIS ADDENDUM continued 
 
 
Toolkit Content 
Summary 
 
Background to Labour Market Surveys – this item lists the six (6) 
key players likely to be involved in the labour market survey process. 
 
Labour Market Tips – five (5) tips were given to increase the 
possibility of conducting a successful survey. 
 
Sample Business Survey – prepared by BETC, Australia and 
implemented by F-Skill/Helvetas in Nepal is provided. 
 
Sectoral Labour Market Analysis – a survey in table format providing 
sources of information to ask typical labour market survey questions.  
The table also explains how this information can be analysed. 
 
 
 
7.  FACTORS AFFECTING PRICING 
 
 
 
This addendum outlines five (5) major factors that affect pricing:  
internal training institution policies, economic factors including the 
competitive market place. 
 
A case study is provided from Nepal as an example of good practise. 
 
 
 
8.  RECENT TRENDS IN VET DELIVERY 
 
 
 
The changing internal and external environment that VET operates in 
both developed and developing countries has implications for VET 
management. 
 
A list of eight (8) significant changes are listed that affect costing and 
pricing of products and services. 
 
Innovations and trends are detailed under the following headings: 
 
• Learner implications: the impact on learners and institutions 
• VET partnerships:  recent trends in partnership development 
• The training market:  the impact on training institutions.  A case 
study outlines the changing marketplace. 
• Implications for human resources and staffing:  change is 
resulting in a change in gender and trainer qualifications. 
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9.  DISTANCE LEARNING USING WEB-BASED TECHNOLOGIES, 7 TIPS 
 
 
 
This addendum examines the use of internet based technologies which 
continue to grow as a facility for communication and for the delivery of 
information. 
 
This addendum provides information on the work that needs to be done 
prior to commencing an eLearning program including technical and 
human resource requirements. 
 
Information is provided under three (3) headings: 
 
• The eLearning Survey 
• Engaging students in an online system 
• Delivering a web-based delivery system 
 
7 Tips for Successful Online Learning are provided. 
 
 
